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CERTIFICATION

The Bureau of Budget and Management Research (BBMR) hereby certifies and
approves the Biennial Budget request for Fiscal Years 2012 and 2013 herewith
attached for the CIVIL SERVICE COMMISSION.

BBMR further attests that all efforts were made in the review process to ensure the
accuracy of the calculations and that the result indicates compliance with the
budget ceiling established for this government entity from all fund sources.

The justification of this budget request is the responsibility of the government
entity listed above and any submission outside of the certified submission is
neither approved nor sanctioned by the Bureau of Budget and Management
Research.
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Agency:

Government of Guam
Biennial Budget

Fiscal Years 2012 & 2013

Agency Budget Certification

CIVIL SERVICE COMMISSION

Agency Head: Alberto A. Larnorena, Director

Agency Head:

_________________________________

(Signature)

I certify that the attached budget, submitted herewith, has been reviewed for accuracy and
that all requirements by the Bureau of Budget & Management Research (BBMR) have
been met. I also acknowledge that this budget document will be returned to this
department if any of the BBMR requirements is not met.

Date:
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Government of Guam

Biennial Budget
Fiscal Years 2012 & 2013

Department I Agency Narrative

FUNCTION: Executive Direction

DEPT. / AGENCY: Civil Service Commission

MISSION STATEMENT:

The Civil Service Commission shall administer an appeals system for the Government of Guam
Classified employee adverse actions, grievances, lay-offs and other appeals authorized by laws
and rules. The CSC will enforce personnel action reviews, political activity laws (Mini-Hatch
Act), investigate Whistle-Blower, complaints, and administer laws and regulations regarding
ethics in public contracting and other areas as authorized by law.

Goals and objectives:

1. To provide opportunities to Government of Guam classified employees for appeals to
adverse actions and other actions as authorized by laws and rules.

Objective: To maintain full-time hours to receive appeals and entertain question
regarding related process.

2. To review and investigate, as necessary, all personnel actions taken by all government
entities.

Objective: To receive timely reports from all government entities and utilized the
CSC’s Null and Void authority to the extent necessary.

3. To provide training and presentation to management and employee groups related to
adverse actions, grievances, and other appeals for the benefits of both management and
employee.

Objective: Schedule quarterly, semi-annual, or annual meetings to discuss adverse
action and grievance concepts for benefit of both management and
employee.

4. To provide orientations and information on the Mini-Hatch Act and the regulation of
political activity for employees of the Government of Guam and the general public.



Objective: To ensure response to questions and concerns about political activity are
available through brochures and presentations.

5. To administer statues and regulations related to ethics in public contracting. This
includes addressing violations to laws, rules and regulations via the Board of
Commissioners as well as providing information through orientations and presentations
and forms.

Objective: To ensure all agencies have adequate information and forms related to
ethics in public contracting.

GOALS AND OBJECTIVES:

r-.
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Decision Package

Biennial Budget

Fiscal Years 2012 & 2013

Department/Agency: Civil Service Commission Division/Section: Director’s Office

Program Title: AGENCY SUMMARY

Activity Description:

Mission - To administer and enforce personnel policies and practices that will uphold the Merit System and Due Process for all classified
employees of the Executive Branch.

Vision - To be the premier agency of the Government of Guam, establishing the ideal in human resources leadership for others to follow,
focusing on quality, and recognizing and remaining open to innovation, and insisting on accountability.

1) To adjudicate Adverse Action appeals, Grievance appeals, Equal Employment Activity complaint appeals, Furlough, lay-off, Priority
Placement investigation appeals.

2) To adjudicate Public employee Protection Act mvestigations.

3) To adjudicate Political Activity Investigations.

4) To adjudicate Ethics in Procurement Investigation.
5) To adjudicate reviews of Notices of Personnel Actions investigations.
6) To adjudicate requests for Post Audit mvestlgatlons.
7) To provide the Board of Commissioners administrative support in the area of Legal Guidance, Personnel Management Investigations and

and Case Management, Budgesting and Clerical support.
Major Objective(s):

1) To provide an adnsinistrative adjudication process for the Executive Branch classified employees, to minimize and reduce litigiatmon cost to
the Government of Guam associated with Adverse Action appeals, Grievane appeals, Equal Employment Activity compliaint appeals,
Furlough, Lay-Off Priority Placement investigation appeale, Public Employee Protection Act, Ethics in Procurement, reviews of Notice
of Personnel Actions investigations, and reqwuests for Post Audit investigations.

2) To provide guidance and direction to government officials and employees in the application of rules and laws on personnel matters as
necessary.

3) To review a variety of personnel transactions (to include but not limited to classification and pay and recruitment actions) effectuated by
the various personnel agencies to insure compliance with governing laws, rules and regulations; recommends corrective action for violations
noted in accordance with the statutory authority and jurisdiction of the Commission. To include bu not limited to line & autonomous
agencies Pay Systems and application of Personnel Rules & Regulation Systems.

Short-term Goals

1) To minimize and reduce paper usage, and automate the Commission’s functions, to include electronic filing of documents
2) To implement and enforce the Commission’s Security Policy.

Workload Output

FY2O1O
F’Y2011 Y2013 FY2013Workload Indicator: Level of

. Anticipated Level Projected Level Projected LevelAccomplishment

I) Personnel Action Reviews 2,316 2,663 3,062 3,062
2) AdverseActionAppeals 19 22 25 25
3) Greivane Appeals 29 33 38 38
4) EEO Complaint Appeals 4 5 6 6
5) Lay Off investigation appeals 0 0 0 0
6) Furlough investigation appeals 1 2 3 3
7) Priority Placement investigation appeals 0 0 0 0
8) Public Employee Protection Act investigations 3 3.25 4.87 4,87
9) Political Activity investigation 4 6 9 9
10) Ethics in Procurement investigations 0 0 0 0
11) Post Audit investigations 2 5 8 8
12) Status Call Conferences 490 564 664 664
13) Pre-Hearing Conferences 36 41 46 46
14) MotionHearings 87 100 115 115

15) HeanngontheMerits 135 155 178 178

16) Decision and Judgement 45 52 60 60

17) Decision and Orders 15 17 20 20

17) Judgement of Dismissals 38 44 51 51
18) Intake of Documents 1,548 1780 3860 3860

19) Written Official memorandums 172 198 228 228

20) Telephone Calls 15,600 17940 20631 20631

23) Walk-ins customers 192 221 254 254
24) Tramnings 0 0 0 0
25) General Meetings 42 48 55 55
26) CouriHearinge 7 8 9 9
27) Court Briefings 31 36 41 41

O
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Decision Package

Biennial Budget

Fiscal Years 2012 & 2013

Department/Agency: Civil Service Commission Division/Section: DirectortsOffice

IProgram Title: AGENCY SUMMARY

Activity Description:
Mission - To administer and enforce personnel policies and practices that will uphold the Merit System and Due Process for all classified

employees of the Executive Branch.
Vision - To be the premier agency of the Government of Guam, establishing the ideal in human resources leadership for others to follow,

focusing on quality, and recognizing and remaining open to innovation, and insisting on accountability.
1) To adjudicate Adverse Action appeals, Grievance appeals, Equal Employment Activity complaint appeals, Furlough, lay-off Priority

Placement investigation appeals.

2) To adjudicate Public employee Protection Act investigations.
3) To adjudicate Political Activity Investigations.
4) To adjudicate Ethics in Procurement Investigation.
5) To adjudicate reviews of Notices of Personnel Actions investigations.
6) To adjudicate requests for Post Audit investigations.

7) To provide the Board of Commissioners administrative support in the area of Legal Guidance, Personnel Management Investigations and
and Case Management, Budgetting and Clerical support.

Major Objective(s):
1) To provide an administrative adjudication process for the Executive Branch classified employees, to minimize and reduce litigiation cost to

the Government of Guam associated with Adverse Action appeals, Grievane appeals, Equal Employment Activity compliaint appeals,
Furlough, Lay-Off Priority Placement investigation appeals, Public Employee Protection Act, Ethics in Procurement, reviews of Notice
of Personnel Actions investigations, and reqwuests for Post Audit investigations.

2) To provide guidance and direction to government officials and employees in the application of rules and laws on personnel matters as
necessary.

3) To review a variety of personnel transactions (to include but not lunited to classification and pay and recruitment actions) effectuated by
the various personnel agencies to insure compliance with governing laws, rules and regulations; recommends corrective action for violations
noted in accordance with the statutoiy authority and jurisdiction of the Commission. To include bu not limited to line & autonomous
agencies Pay Systems and application of Personnel Rules & Regulation Systems.

Short-tenn Goals:

1) To minimize and reduce paper usage, and automate the Commission’s functions, to include electronic filing of documents.
2) To implement and enforce the Commission’s Security Policy.

Workload Output

. FY2O1O
FY2013 FY2O13Workload Indicator: Level of

Anticipated Level Projected Level Projected LevelAccomplishment

1) Personnel Action Reviews 2,316 2,663 3,062 3,062
2) AdverseActionAppeals 19 22 25 25
3) Greivane Appeals 29 33 38 38
4) EEO Complaint Appeals 4 5 6 6
5) LayOffinvestigationappeals 0 0 0 0
6) Furlough investigation appeals 1 2 3 3
7) Priority Placement investigation appeals 0 0 0 0
8) Public Employee Protection Act investigations 3 3.25 4,87 4.87
9) Political Activity investigation 4 6 9 9
10) Ethics in Procurement investigations 0 0 0 0
11) Post Audit investigations 2 5 8 8
12) Status Call Conferences 490 564 664 664
13) Pre-Hearing Conferences 36 41 46 46
14) MotionHearings 87 100 115 115
15) Hearing on the Merits 135 155 178 178
16) Decisionandjudgement . 45 52 60 60
17) Decision and Orders 15 17 20 20
17) Judgement of Dismissals 38 44 51 51
18) Intake of Documents 1,548 1780 3860 3860
19) Written Official memorandums 172 198 228 228
20) Telephone Calls 15,600 17940 20631 20631
23) Walk-ins customers 192 221 254 254
24) Trainings 0 0 0 0
25) General Meetings 42 48 55 55
26) Court Hearings 7 8 9 9
27) Court Briefings 31 36 41 41 OR:
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Government of Guam
Biennial Budget

FiscalYears20l2&2013

Schedule B- Contractual

[BBMR 96AJ Rev

Total

PriceItem Quantity

FY 2012

Unit

Price
Total

Price

FY 2013

Quantity
Unit

Price
Xerox - Taa WorkCentre #WC7775PG Lease $ 10,680.00

- $ 10,68000
GO-Wang $ 10,304.00 $ 10,304.00

$ - $______

$
- $

$
- S

S
- $

Total Contractual $ 20,984.00 $ 20,98400

Schedule C - Supplies & Materials

FY2012 FY2013
Unit Total Unit Total

Item Quantity Price Price Quantity Price Price
Office Materials and Supplies 833.00 $ 2,500.00
Xerox Supplies 832 00 $ 2,500.00

- $

- $

- $

- $
Total Supplies & Materials 1,665.00 $ 5,000.00

Schedule 13 - Equipment

FY2012 FY2013
Unit Total Unit Total

Item Quantity Price Price Quantity Price Price
$ - $
$ - $
S

- $
$ - $
S

- $
S

- $
Total Equipment $

- $ -

Schedule E - Miscellaneous

FY2012 FY2013
Unit Total Unit Total

Item Quantity Price Price Quantity Price Price
Stipend Payments for 7 Board Members $ 36,400.00 $ 36,400.00

- S -

- $
- $
- $

- $______

Total Miscellaneous 36,400.00 $ 36,400.00

Schedule F - Capital Outlay

FY2O1 FY2013
Unit Total Unit Total

Item Quantity Price Price Quantity Price Price
Upgrade 9 existing computers. Restructure $ - $ 9,959.00
existing Office to allow easy access for clients $

- $ -

and the Public to include separation between $ - $ -

clients and commissioners
. $ - $ -

$ - $
S - $ -

Total Capital Outlay $ - .-,, ,, $ 9,959.00

r I G A



Lovernment 0 (uam
Biennial Budget

Fiscal Years 2012 & 2013

Schedule A - Off-Island Travel

[BBMR TA-I] Rev

Department/Agency: Civil Services Commission
Division: Summary
Program:

______________________

FY2012

Purpose / Justification for Travel

S

1/ Provide justification for multiple travelers attending the same conference / training / etc.
2/ Rates must be consistent with Title 5 GCA, Div.2, Ch.23, §23104 and Federal Joint Travel Regulations

*

H

1/
2/
3/ N/A
4/
5/
6/

. No. of Travelers:

Position Title of Traveler(s) Travel Dates Destination Air Fare Per diem 2/ Registration Total Cost
1/* ** S - S - $ - $
2!

3!

4/

5/
6/

: $ - $ - - $

FY2013
Purpose / Justification for Travel

1/

N/A

No. of Travelers: 1/

Position Title of Traveler(s) — Air Fare Per diem 2/ Registration Total Cost
1/ $ - $ - $ - $
2/
3/

4/

5/
6/

S $ S
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Function : Executive Direction
Department/Agency: Civil Service Commission
Program: Departmental Equipment & Space

Government of Guam
Biennial Budget

Fiscal Years 2012 & 2013
Equipment / Capital and Space Requirement

LBBMR EL-llRrv

Description Quantity Percentage of Use Comments
Fl’ 2012

Four Drawer File Cabinets 30 en 100

Two Drawer File Cabinets 5 ea 100

Folding Table 7 ea 100
Section Divider 2 en. 100

Wooden Shelve 14 ea. 100

Desk Top Computer w/ Accy. 10 ea 100

Telephones °ea 100

Blue Chair w/ Wheels eo tOO

Green Chair — ea tOO

Credenza — en 100

ComputerTable en. 100
Wooden Desk en 100
Metal Desk en 100
Sofa 4ea 100

White Board — 3 ea 100

Large Conference Table — ea 100
PA Recorder System ea 100

Ups 4ea 100

Xerox Work Centre Model 7775-1 — Ca 100

Tvperwriter en 100

FY 2013
Four Drawer File Cabinets 30 en 100

Two Drawer File Cabinets 5 Ca. 100

Folding Table 7 ea 100

Section Divider 2 en 100

Wooden Shelve 14 ea. 100

Desk Top Computer w/ Accy. tO en 100
Telephones ea 100
Blue Chairw/Wheels ea 100

Green Chair ea 100

Credenza en 100

ComputerTable ea 100

Wooden Desk — ea 100

Metal Desk — en. 100

Sofa Ca.

WhiteBoard ea 100
Large Conference Table — en 100
PA Recorder System en tOO

Ups 4ea. 100

Xerox Work Centre Model 7775-1 1 Ca 100

Typerwriter 1 Ca. tOO

SPACE REQU1REJDENT Total Program Total Program Space

ee Personnel Snd EquipmentfCupital) Space (Sq Ft) Occupied (Sq Ft)

Percent of Total
Description Square Feet Program Space Comments
Fl_2012

Directors Office 284 sf. 100

Administrative Support 567sf 100
Personnel Management Adm. 1,029 s.f 100
Legal 284sf 100
Board Room 1,000 s.f 100
Storage Room 686 s,f 100

otal s f

Fl’ 2013
)irector’s Office
dministrative Support

‘ersonnel Mananement Adm.

-..

bard Room

toroge Room

Total s f.

3.850s f

284 s.f

567 s.f

1.029 s

284sf

1_ODD sf
686 s,f

3.850 sf

100

100
100
100
too
100

JRIGIH
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